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COURSE  DESCRIPTIONS 


BUILDING  THE  ORGANIZATION  WORK 
GROUP  AND  AVOIDING  CONFLICT 


The  building  of  an  effective  working  group  is  the 
"bottom  line"  in  organizational  functioning.  The 
supervisor  is  concerned  with  developing  a  smoothly- 
operating  group  that  works  efficiently  in  producing 
a  service. 

Although  we  judge  ourselves  by  our  intentions, 
we  judge  others  by  their  actions.  In  building  the  work 
group,  we  try  to  explain  our  actions  and  understand 
others'  intentions.  The  seminar  will  demonstrate  the 
steps  necessary  to  encourage  individuals  to  cooperate 
in  a  cohesive  work  group.  Channeling  the  energy  of 
employees  into  a  highly  productive  group  of  indi¬ 
viduals  is  the  goal  of  every  successful  supervisor. 

September  22  October  20 


COPING  SKILLS 


Mental  health  experts  are  becoming  increasingly 
worried  that  the  price  a  person  has  to  pay  to  get  to 
the  top  is  becoming  too  high.  Managers  find  that  the 
biggest  skill  required  for  success  is  that  of  coping. 
Non-management  employees  also  find  that  the  mod¬ 
ern  world  is  a  difficult  environment  that  grows  in¬ 
creasingly  unmanageable.  Individuals  lacking  coping 
skills  may  develop  physical  and  mental  problems, 
create  organizational  dysfunction,  and  exhibit  sharply 
reduced  or  substandard  performance  levels.  This 
seminar  will  give  insights  into  the  causes  and  conse¬ 
quences  of  job-related  stress  and  practical  steps 
toward  developing  effective  coping  skills. 

Topics  include  understanding  stress  ana  how  it 
affects  you  and  those  around  you,  taking  control  of 
stress,  skills  for  managing  stress,  and  making  a. plan 
for  coping  creatively. 

August  14  October  9 

November  20 


THE  DEVELOPMENT  OF  STANDARDS  IN  THE 
INDIVIDUAL  DEVELOPMENT  &  PERFORMANCE 
SYSTEM 


The  knowledge  and  application  of  "standards"  is 
critical  in  understanding  and  utilizing  the  Individual 
Development  and  Performance  System  (DP-201  MC). 
In  a  "pay  for  performance"  system,  the  anatomy  of 
the  job  should  be  understood.  A  given  job  is  viewed 
in  its  several  major  segments  and  "standards"  are  ap¬ 
plied  to  determine  how  effectively  the  employee  per¬ 
forms  in  the  position  and  accomplishes  results. 

September  17  -  Springfield 
October  23  -  Chicago 
November  12  -  Springfield 


THE  EFFECTIVE  USE  OF  POWER 


While  there  are  a  variety  of  ways  to  think  about 
and  conceptualize  power  this  program  will  examine  a 
useful  scheme  for  looking  at  the  power  process.  The 
focus  will  be  placed  upon  how  the  effective  and  posi¬ 
tive  use  of  power-oriented  behavior  can  benefit  the 
individual  manager  and  the  total  organization. 

October  30  November  19 


THE  MANAGEMENT  OF  TIME 

Managers  who  know  where  their  time  is  going, 
who  are  able  to  organize  themselves  in  terms  of  prior¬ 
ities,  will  be  able  to  plan  and  perform  with  maximum 
effectiveness.  The  effective  use  of  time  is  the  first 
step  to  managerial  success.  The  program  demonstrates 
the  competition  for  discretionary  time  and  the  solu¬ 
tion  thereof,  by  the  delegation  of  work,  controlling 
crises,  and  making  decisions  about  priorities.  Repre¬ 
sented  are  the  many  time-demanding  aspects  of  the 
manager's  job:  meetings,  personnel  problems,  com¬ 
munication,  and  personal  needs. 


September  19 


October  3 


PROJECT  MANAGEMENT  - 
A  SYSTEMS  APPROACH 


Project  Management  techniques  are  becoming  in¬ 
creasingly  more  important  in  managing  and  adminis¬ 
tering  the  more  difficult  and  complex  projects  which 
require  effective  control  over  schedules,  quality  and 
costs.  This  seminar/workshop  provides  managers  and 
supervisors  with  modern  design  methods  for  planning, 
controlling  and  implementing  projects. 

Content  of  the  seminar  will  include  the  rationale 
for  project  management,  systems  concepts,  manage¬ 
ment  functions,  organizing  the  project  team,  project 
management  danger  signals,  project  planning  and 
schedule  development,  the  project  network,  imple¬ 
menting  the  schedule  and  management,  and  making 
project  management  successful. 

"Working  with  people"— the  area  in  organiza¬ 
tions  with  the  greatest  problem  potential— is  empha¬ 
sized  in  the  seminar;  the  role  of  the  individual  and  the 
interpersonal  skills  needed  represent  the  human  re¬ 
sources  side  of  project  management  which  comple¬ 
ments  the  technical  concerns  in  systems  management. 

Models,  case  situations,  discussion  groups  and 
visual  methods  will  provide  understanding  of  concept 
and  practice. 

September  10  December  3 


TECHNICAL  REPORT  WRITING 


One  of  the  technical  professional's  most  impor¬ 
tant  duties  is  the  writing  of  formal  and  informal  re¬ 
ports.  Whether  you  are  an  engineer,  a  chemist,  a 
psychologist,  or  a  subject  area  specialist,  you  must 
write  readable  reports  that  get  results. 

This  comprehensive  two-day  workshop  will  em¬ 
phasize  theories  of  writing,  examples  of  good  re¬ 
ports,  and  applications  of  the  techniques  learned 
from  the  theories  and  examples.  The  workshop  will 
serve  to  acquaint  participants  with  the  most  effi¬ 
cient  methods  of  report  writing,  to  sharpen  writing 
skills,  to  reduce  the  time  it  takes  to  proofread 
reports,  and  to  improve  the  effective  editing  and  man¬ 
agement  of  technical  writing. 

September  8,  9  November  5,  6 


(continued  on  reverse  side) 


COURSE  DESCRIPTIONS  (continued) 


TRAINING  AND  DEVELOPING  SUBORDINATES 


The  manager  must  oversee  not  only  the  work  of 
the  unit  but  also  the  training  of  subordinates.  In- 
service  training  leads  to  more  productive  and  happier 
employees.  This  seminar  will  provide  participants 
with  methods  they  can  use  to  orient  new  employees, 
to  give  in-service  training  on  a  planned  basis,  to  recog¬ 
nize  training  needs,  and  to  solve  performance  prob¬ 
lems  before  they  occur. 

July  17  November  10 


GENERAL  INFORMATION 

New  to  the  schedule  this  year  are  the  Effective¬ 
ness  Training  Courses  which  consist  of  over  30  work¬ 
shops  a  year  on  eight  diversified  topics.  State  employ¬ 
ees  only  are  eligible  to  attend.  No  fees  are  charged, 
but  costs  for  travel,  lodging,  meals  and  other  expenses 
are  not  the  responsibility  of  the  Department  of  Per¬ 
sonnel. 

Topics  in  this  series  are  primarily  geared  to  meet 
the  needs  of  the  supervisory-managerial  work  force. 
The  Department  of  Personnel  reserves  the  right  to 
restrict  participation  by  any  one  agency  and  to  cancel 
or  postpone  seminars  for  which  there  is  insufficient 
registration. 

Groups  are  limited  in  size  to  thirty  participants 
and  applications  will  be  processed  on  a  first-come/ 
first-served  basis. 


TIME  SCHEDULE 


Programs  in  this  series  begin  at  9:00  a.m.  and 
dismiss  at  4:30  p.m.  All  programs,  with  one  excep¬ 
tion,  will  be  held  in  Room  504,  William  G.  Stratton 
Office  Building,  Spring  and  Monroe,  Springfield.  The 
Chicago  program  is  scheduled  at  DePaul  University, 
25  East  Jackson  Boulevard.  The  officer  at  the  door 
will  have  the  room  assignment.  Informal  attire  is 
suggested.  Illinois  state  library 


LIET  □□TC1D74L  1 


APPLYING  FOR  REGISTRATION 


Registrations  are  handled  by  mail.  The  tear-off 
application  should  be  submitted  promptly  since 
some  seminars  are  likely  to  be  oversubscribed.  Please 
follow  carefully  the  directions  on  the  application 
form  since  it  will  also  be  used  to  notify  applicants 
of  action  taken. 


The  Executive  Development  Program 

The  executive  level  seminar  consists  of  a  week- 
long  experience  (for  both  state  and  local  govern¬ 
mental  administrators)  in  the  lovely  setting  of  Aller- 
ton  Park  near  Monticello,  Illinois.  This  program  is 
fully  explained  in  a  special  brochure  available  by 
calling  the  Division  of  Employee  Development. 


Management  Institutes 

The  thirteenth  season  of  Management  Institutes 
began  in  February,  1980.  Each  Institute  is  a  one-day 
conference  starting  at  9  a.m.  and  ending  mid-after¬ 
noon.  They  are  presented  by  top  management  author¬ 
ities  and  are  designed  for  managerial  personnel  in 
State  government.  However,  representatives  from 
business,  industry,  and  from  local/federal  government 
are  invited  to  participate  at  $15  per  institute.  There 
is  no  charge  for  State  employees. 

The  Institutes  are  conducted  at  the  Holiday  Inn 
East,  3100  South  Dirksen  Parkway,  Springfield,  Illi¬ 
nois.  Tickets  must  be  obtained  in  advance. 

NOTE:  Special  brochures  on  all  programs  above  may 
be  secured  by  calling  217/782-6442. 
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(Tear  off  and  mail  to  pre-addressed  office  shown  on  reverse  side.) 

Note:  Failure  to  complete  form 
APPLICATION  FOR  SEMINAR  REGISTRATION  properly  may  result  in  delay  or 

(Make  certain  full  name  and  office  address  are  printed  in  the  box  below.)  denial  of  registration. 

Name  of  Applicant _ 
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(Failure  to  complete  form  properly  may  result  in  delay  or  denial  of  registration.) 


